
 

 

 
Where do I go to
account balance
 

Once you log into the Parent Portal, the

account for each child in your household.

to view my child’s lunch 
balance? 

he Food Service tool is available in the menu on the

account for each child in your household. 

child’s lunch 

the left.  You will see an 



 

 

 

How do I add money
account? 

1. Select Pay. 

2. Enter the amount you want to add

amount, your account may not be active and you may need to contact your school.

3. Select Add to Cart. 

4. Select My Cart. The Checkout Screen

5. Add a Payment Method or select
Receipt (optional). 

6. Select Submit Payment. 

money to my child’s lunch

add in the Amount field. If a box is not available for

your account may not be active and you may need to contact your school.

Screen displays. 

elect the Payment Method you want to use and enter

lunch 

for you to enter an 

your account may not be active and you may need to contact your school. 

enter an Email Address for 



 

 

How do I automatically add money to 
my child’s lunch account? 
To automatically add money to your child’s Food Service account on a monthly basis or when it 

reaches a low balance, use the Recurring Payments tool. 

**Please note – recurring payments is not a blanket setting for all accounts.  It has to be set 

up for each child’s account individually.  Once you are in the recurring payments screen, you 

can toggle between accounts by clicking on each child’s name in the top right corner of the 

screen. 

 
 

Click on Food Service then click on My Accounts. 

 

 
 

View from computer View from Parent Portal App 



 

 

1. Click Recurring Payments. 
 

 
2. Click Food Service and the Recurring Payment options will display. 

 
 



 

 

3.  Complete the required information on the Recurring Payment section. Required 
information will have a red asterisk (*) displayed next to the information needed. Click 
Save when the required information has been entered. 

 

 
 

 



 

 

 
● Select Frequency option: 

 
○ Weekly: This option adds money to the account every 7 days beginning on the Start Date you 

select. When selecting this frequency, the fields for the start date, the end date, and the 
payment amount must also be completed. 

○ Semi-Monthly: This option adds money to the account on the first and the 15th of the month. 
When selecting this frequency, the fields for the start date, the end date, and the payment 
amount must also be completed. 

○ Monthly: This option adds money to the account on a monthly basis. The payment will 
automatically occur on the same day every month beginning on the start date selected during 
setup. If the recurring payment is on the 31st, the system will adjust the payment to the last day 
of the month if the month doesn’t have 31 days. When selecting this frequency, the fields for the 
start date, the end date, and the payment amount must also be completed. 

○ Low Balance: This option automatically adds money to the account when the account reaches 
the low balance amount selected during setup. When selecting this frequency, the fields for the 
start date, the end date, the designated low balance amount and the payment amount must 
also be completed. 

 
● Select the preferred Payment Method for the recurring payment. Refer to the guide Food Service 

Account - Adding a Payment Method if receiving the message No payment methods available. 

● Enter an Email Address to receive receipts when recurring payments are completed. 
 

● Click Save to finalize the recurring payment setup. 

 
✸Recurring payments can be deleted by the user who initially setup the recurring payment. 

 

 
 
 
 
 
 
 
 
 
 



 

 

 
How do I set up a low balance notification? 
 

● Login to Parent Portal 
● Click on Person Profile on top right corner 
● Select Settings in dropdown 

 
 

 
 
 

● Open Notification settings 
● Select Lunch Balance 
● Drag sliding bar to selected amount for reminders to be sent 
● Save 

 
 

 

 



 

 

 

How do I view what
To see a list of items that your child has purchased,

details, including any deposits or adjustments.

 

  
 
 
 
 
 
 

what my child has purchased?
purchased, click on their name. A screen displays

details, including any deposits or adjustments. 

purchased? 
displays with all of their account 


